NORTH CAROLINA ePROCUREMENT

NC eProcurement
Managing a Sourcing Event

A Sourcing Event is the most important part of a Sourcing Project. It is where the Sourcing Agent can establish
the bidding dates and time, as well as compile all pertinent information to which the vendors will need to respond,
as guided by a template established by the State. Notification of this Event can then be posted in IPS, and
interested vendors can follow a URL to respond electronically in a consistent format. Finally, responses can be
reviewed, and a contract can be awarded.

I Create a Sourcing Event

1. Navigate to the ‘Documents’ tab of the Sourcing Project and click the down-arrow to the right of the
document within the ‘Sourcing Event’ folder and click ‘Edit’ from the drop-down menu.

Note: This document template will depend upon selections made in the ‘Solicitation Vehicle’ field along
with the answer to the ‘Select a template’ question on the ‘Create Sourcing Project’ page.
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2. The ‘Edit Event’ page will display. It is important to populate the ‘Title’ and ‘Description’ with pertinent
information, keeping in mind that both will be visible to vendors.

All other fields can be left as defaulted, and ‘Currency,’” ‘Commodity,” and ‘Departments’ will be pre-
populated based on selections made when creating the Sourcing Project. Then click ‘OK.’

Note: The ‘Description’ field will pre-populate with “Instructions to Vendors.” Leave those there and
enter a description of the goods or services being solicited above.
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3. The ‘Event’ page will display and outline the four sections to be completed before publishing the Event:
‘Rules,’ ‘Suppliers,’ ‘Content,” and ‘Summary.’

Notes:
e Users will skip section 2 for ‘Suppliers’ until after sections 1 and 3 have been completed and the
Sourcing Event has been approved (if necessary). The ‘Tasks’ tab outlines this process and
more information is provided in this document below.

e The Event will be assigned a ‘Doc Number’ by the system immediately preceding the Event
‘Title’ entered on the previous page. This ‘Doc Number’ will be used as part of the IPS
‘Solicitation Number’ following the user’s entity numerical/character prefix (i.e., 13-82296023 or
DPC-82296023 for Division of Purchase and Contract — This prefix should auto-populate in IPS).
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ll. Setting Event ‘Rules’

The first of the four sections to edit and set are the Event ‘Rules.” Most importantly, the rules section allows the
Sourcing Agent to establish the ‘Timing Rules’ outlining when the bidding starts and stops. Many of the fields
within the six sub-sections on this page are pre-populated, and it is advised that users leave them as is.

1. ‘Envelope Rules’ is the first subsection. The system will default the event to having one envelope and
lists the ‘Project Owner’ as the user group with the ability to open the envelope. Envelopes are
designed to conceal response information until after the ‘Due Date.’ It is advised that the user leaves the
default as is, but if they would like a multiple-envelope Event revealing different aspects of the response
in layers, they can manually increase the number of envelopes up from one using the dropdown menu.
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2. ‘Timing Rules’ is the next and most important section. There are two required fields that set when
vendors can begin to respond with bids and when their bids are last due.

a. ‘Response start date’ defaults to ‘When | click the Publish button on the Summary
page,” meaning that vendors can begin responding immediately once the Event is finalized
by clicking ‘Publish.’ If the user would prefer to set a specific date in the future for when
vendors can begin to respond, click ‘Schedule For the Future’ and set a specific date and
time from the pickers.

b. ‘Due date’ sets the time when the bidding period is closed. It defaults to a ‘Duration’ of 3
days, but it should be switched to a ‘Fixed time’ where the user can set a specific closing
date and time from the pickers.

Timing Rules

Change the ‘Due date’ to ‘Fixed time’
and select the date and time to match
the bidding end time established in the
Solicitation Document.

i
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3. ltis suggested that users leave all defaulted values as is for sections three through six. These four
sections are ‘Bidding Rules,’” ‘Project Owner Actions,’ ‘Market Feedback,” and ‘Message Board.’
When all Event ‘Rules’ have been set, click onto Section 3 for ‘Content.’

lll. Updating the Sourcing Event Content

The ‘Content’ section of the Event is where the user can share all information about the products or services they
wish to receive bids on, and it serves as the framework for vendors to provide a response. The State has created
an extensive template in this section that complements the default ‘Solicitation Document’ generated on the
Sourcing Project, and it is advised that users follow the suggested outline.

1. The ‘Content’ stage is divided into six numerical sections, most of which have subsections:

1) Welcome to the State of North Carolina’s Sourcing Tool: A brief welcome message for
vendors.

2) Instructions on How to Use the Sourcing Tool: Instructions and tips for vendors on how to
provide a response within the tool.

3) Solicitation Document and Details: Users will upload their completed ‘Solicitation
Document’ in subsection 3.1. Vendors will find instructions for submitting questions in
subsection 3.2, and pre-loaded, informational attachments in subsections 3.3 and 3.4. Ifan
‘Addendum’ is required, users will post it here and it will become subsection 3.5.

4) Vendor Information: This section requires vendors provide their ‘Customer Number’ from
their NC eVP account.

5) Pricing Submittal: By default, the user will upload a customized pricing response template
that vendors will download, complete with the prices they are bidding on the requested
products or services, and re-upload to the Event as an attachment. ‘Line Item’ pricing can
replace the default attachment response if desired.
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6) Vendor Response: This section contains several subsections instructing the vendor to return
completed documents to accompany their pricing submittal. No action is necessary by users
in this section as all of the documents have been provided for the vendors, and most of the
response fields are required by default to be completed by the vendor.

Note: In subsection 6.1 vendors will return a completed version of the ‘Solicitation
Document’ they downloaded in subsection 3.1. The returned version of this document will
include an ‘Execution’ section to capture the vendor’s signature. This section can be
countersigned by the agency and is intended to be used as Contract Documentation for the
winning bid at the conclusion of the Solicitation process.

2. Section 3, ‘Solicitation Document and Details,’ is the first section a user needs to update. A ‘SAMPLE
BLANK DOCUMENT.doc’ is attached to 3.1 by default. To replace this document, click on the blue text
in the body of 3.1 and select ‘Edit’ from the subsequent dropdown menu.
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3. The ‘Edit Attachment’ page displays. Click ‘Update file’ next to the ‘SAMPLE BLANK
DOCUMENT.doc’ file, then attach the finalized Solicitation Document by selecting ‘Upload a file from
desktop’ and click ‘OK’ after selecting the file, then click ‘Done’ on the subsequent screen.

Enter information abowut this guestion or term and specify all values that apply.

“77"" click ‘Update file’ (slightly hidden = [ o= S==mson
by popup menu) to replace the [ —size— = (=l [ —font— ~ =
default dOCUment, then select s detS the intent. us=. duraticn, and scope of the goods and / or services
‘Upload a file from desktop’ to e, " - N
attach the completed version of the -— == emmmm - -
Solicitation Document. A R Y Uptoad a fe from desiaop _ _
— Se lecrrrﬁcﬁwfntrsrj——

wisible to Participant: | Yes N i )

4. There is no action necessary in Section 4, ‘Vendor Identification.” Note the envelope icon next to the
number and hover the cursor over it to display in which envelope that section’s answers will be revealed if
the default is changed to more than one. To set the Envelope in which a section’s answers will be
concealed, check the box to the left of the section, click ‘Edit,” and select ‘Content’ from the dropdown,
then set the number from the ‘Envelope’ field dropdown.
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5. In Section 5, ‘Pricing Submittal,” vendors will attach their pricing responses to the products or services
being bid upon. The user must provide a template for vendors to populate. In 5.1, duplicate the steps
performed in 3.1 (Step 2) by clicking on the blue text in the body of the subsection and selecting ‘Edit’
from the dropdown menu.

6. Navigate to the ‘Reference Documents’ field and click the ‘Attach a file’ link. Add the Pricing Submittal

template the vendor needs to fill out and click ‘Done.” Vendors are instructed to download this template

to fill out with their pricing and re-upload it for the user to review.

Note: Microsoft Excel is the default format for this attachment. If the user prefers to attach this document
in another format, remember to update the wording in the ‘Name’ field when adding the attachment.

r information about this guestion or term and specify all values that apply.
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Users have the ability to add ‘Line Items’ directly into the ‘Content’ of the Event if they’d prefer vendors

provide their pricing response directly into the tool as opposed to attaching it in a document. The benefits
of this will be realized when the user compiles response information for the bid tabulation. For further
guidance on this process, please see the ‘Adding Special Content to a Sourcing Event’ job aid.

Section 6, ‘Vendor Response,’ is populated with eight subsections for ‘Service’ solicitations and twelve

for ‘Goods’ solicitations. These templates auto-populate based on what the user selected in the
‘Approval Scenario’ field when creating their Sourcing Project. All attachment subsections besides
‘Attachment H: EO 50 Price Matching Opportunity’ (‘Goods’ solicitations only), the ‘Certification For
Federal Contracts, Grants, Loans, And Cooperative Agreements’ subsection, and the ‘Alternate
Response’ subsection are required for vendors to complete by default. There is no action necessary for

users in this section.

If any changes to the default content are necessary, subsections can be added, edited, or deleted,

although users should be very careful when doing this. To delete a subsection, check the box to its left

and click the ‘Delete’ button at the bottom of the ‘Content’ section.

That subsection will be removed (it

cannot be undeleted), and the subsection numbering below it will automatically adjust.
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10. To edit a subsection, check the box to its left and click the ‘Edit’ button at the bottom of the ‘Content’
section. From the subsequent dropdown menu, click ‘Content.’

11. The ‘Edit Question’ page will display, although it is advised that no edits be made to default subsections.
One potential field to change is the ‘Response Required?’ field. This field defaults to ‘Yes, Participant
Required,’ but if the user would like to keep the attachment in the content but not make it a mandatory for
the vendor to return, they can select ‘Not Required’ from the dropdown menu and click ‘Done.’

— v G

. — .— After selecting ‘Edit’ next to a
| Atachment / particular sub-section, the ‘Response
~ S Required?’ field can be altered so
a3l f)’ﬁ'_'ja_::'f"_"‘"_‘_“eq“"ed VAl/ that attachment is no longer required

Mot Required > to be returned by default.

~ -~ -
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Visible to Participant V| )

Yes, Owner Required =

Participant can add additiocnal comments and

IV. Approving the Event

Approving a Sourcing Event may not be necessary in all cases. If the user does not need their Event approved,
they should skip this portion of the document and move to the next, which covers the ‘Suppliers’ section. If the
user does need the Event approved, either internally or by P&C, they should follow the steps below and proceed
to the ‘Suppliers’ section once approval has been granted.

1. When the user completes the ‘Content’ section and proceeds to the ‘Summary’ section, they will see
that the ‘Publish’ button is greyed out and unable to be clicked. A message alerting the user that they
must “create a Supplier Discovery Posting” before publishing will display at the top. This “Supplier
Discovery Posting” can be created by returning to Section 2, ‘Suppliers.’ If the user needs the Event
approved, however, they will stop here.

Event Doc141478555 - RFP Test Prev |~ T e |
B ———
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-
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On the ‘Summary’ section, users will _‘
note that the ‘Publish’ button is greyed
out and a notice will be present noting
that users must first create a Supplier
Discovery Posting.

-
N 4 ) Summary
~ P Original
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2. Atthis point the user should click the ‘Exit’ button in the top right to save the Event. The ‘Confirm Edit
Event Exit’ screen will display providing the user with various options. Clicking ‘return to project’ will
save the Event as is and take the user to the originating Sourcing Project where they can begin the
process to have the Event approved. The bottom option to ‘Create saved version’ will save the
progress made as a separate version, and the screen will include instructions on how to undo any
subsequent changes. The bottom option works if desired but is not advised.
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Confirm Edit Event Exit
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3. Nauvigate to the ‘Tasks’ tab on the Sourcing Project and go to the ‘Gain Approval of Sourcing Event’
task in ‘Phase 04.” Click on the task and select ‘View Task Details’ from the dropdown.

4. On the subsequent ‘Approval Task’ page, select a user or group to review and approve the Event from
the dropdown under ‘Select Approvers’ (if this field does not display by default, click on the ‘Custom’
link and then click ‘Add Initial Approver’ on the subsequent screen). Click ‘Search more’ to find profiles
that don’t immediately display. Who is chosen to approve should be guided by entity protocols. Multiple
approvers can be selected by clicking ‘Add more’ after the first approver is selected. It is advised that
the user also select a ‘Due Date’ because this will trigger a notification for the approver(s) in their ‘To Do’
portlet. When all approvers have been added, click the ‘Submit’ button at the bottom of the screen to
send the approval request to the first approver.
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5. Onthe ‘Tasks’ tab, the task status will display as ‘In Approval’ until it is completely approved, when it
will automatically shift to ‘Approved.’ At this point the user should note the next task, ‘Create Supplier
Research Posting and Publish Sourcing Event,’ that can be completed back on the Sourcing Event.
Navigate to the ‘Documents’ tab, click on the Event, and select ‘Edit’ to access and complete the Event.

> = 03-DEVELOP SOURCING STRALELC Soiget Owner Mot Started
¥ «/ 04-DEVELOP SOURCING EVEN When the ﬁnal apprOV.er a.pprOVeS the SOUrCIng ot Owner Complete 01/15/2021
Event, a checkmark will display next to the task,
and the status will automatically flip to ‘Approved.” |8 &' Hal: starterd
The user will then transition to the next task by e Not Started
going back to the Sourcing Event. e ——— =
ingTiginer0l  Approved D-i"i} 2021

ing and Publish Sourcing Event Sourcing Event ~ = =2 Project Crwmer Mot Started

» = 05-CONDUCT SOURCING EVENT v Project Owner Mot Started

» = 06 - NEGOTIATE AND AWARD Project Owner Mot Started
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V. Creating a Supplier Research Posting in the ‘Suppliers’ Section

After the Sourcing Event has been approved, the user will access the Event and choose to ‘Edit’ it. At this point
they will be ready to go back to the section they previously skipped, section 2, the ‘Suppliers’ section. In this
section, the user will ‘Create a Supplier Research Posting.” When all required information has been added to
this section, the user will click the yellow ‘Publish on Ariba Discovery’ button at the bottom of the page. Once
the Sourcing Event is later published, a URL will be available, and the user can copy and paste that URL in the
‘NCEP URL’ field within the IPS posting. Vendors wishing to respond to the solicitation will then follow that URL
and respond withing this Sourcing Event.

Additionally, this information, when published on ‘Ariba Discovery,’ will reach an audience of prospective bidders
who may not currently be registered in IPS, thus expanding the pool of potential bidders.

1. Navigate to section 2 ‘Suppliers.’ The ‘Create a Supplier Research Posting’ page will display.

2. Populate all relevant fields, including the six required fields, as noted by an asterisk (*). Some fields will
be pre-populated based on information the user has already entered in the Sourcing Event, and other
information will need to be added by at this point.

3. Posting Title*: The first field in the blue section of the screen will be pre-populated based on the
information entered in the ‘Title’ field when first creating the Sourcing Event. Remember, this title will be
public-facing.

4. Product and Service Categories*: This field is not pre-populated. It corresponds with the ‘Commodity’
field describing the nature of the solicitation in both the Sourcing Project and in the IPS posting. This
selection will be used to alert ‘Ariba Discovery’ vendors of the bidding opportunity. To select a category,
begin typing into the text box. The system will auto-fill with suggestions in the dropdown. Click on the
option that best fits the solicitation.

Posting TEle: * | Example Sourding Event

Start typing in the text box
________ 4— ’ and select the best auto-fill

Product and Service Calegories, = = .
LI e LHEROTES T | Health B option from the dropdown.
X - i Healfh administration services
Ship-to or Service Locations Adn o
Heallh o Bocphatzaton nayance & il i
Oppormnity Amount: < | Traditional healthcare :Dﬂicg:il.h':l- :,
PUDIR health-asmirtsaration ~ ./
Contract Lengih Health systems evaiuation senvices
: LE Health legisiation or regulations
Response Deadline: *
Health policy
Awvart] Date Health economics

Health service planning

Health sector manpower development

5. The selection will appear in a blue box below the field box.

Example Sourcing Event

sroduct and Service Categories
Product snd Service Categories Aid ot Brovese

~ - - -
Ship-to or Senvice Locations: = [ . . . o

Add or. Browse
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6. Ship-to of Service Locations*: Type “North Carolina” in the text box, and from the dropdown choose the
area that best matches the location of the user. This selection will be used to alert ‘Ariba Discovery’
vendors of the bidding opportunity. The selection will appear in a blue box below the field box.

Product and Service Categories: E Add NS
Traditional heslthcare services X Typing “North Carolina” in

_________ the text box will display
Ship-to or Service Locaﬁoq-s:j North Carolinal s mc;.re sp_ectlI]lc Ejeglo(?al B

————=—e———— options in the dropdown

= North Carolina - United States
Opportunity Amount: -+ . that can be selected.
Goldsboro - North Carolina

Contract Length: Raleigh-Cary - North Carolina
) Winsion-Salem - North Careolina
Response Deadine: * ) cheville - North Carolina

Award Date: Fayetievilie - North Carolina
Wilmington - North Carolina

Descripion: + | Greenville - North Carolina I |
Jacksonville - North Carolina
Rocky Mount - North Carolina |

7. Opportunity Amount*: Select a dollar amount range from the dropdown for what is the estimated value
of the solicitation. Zero dollars is recommended.

8. Contract Length: Enter the length of the contract in months. This field is not required.
9. Response Deadline*: This will pre-populate with the ‘Due Date’ and time set in the ‘Rules’ section.

10. Award Date: If the user knows the date on which they intend to award the solicitation, they can enter it
here, but this field is not required.

11. Description*: This field will be pre-populated based on the information entered in the ‘Description’ field
when first creating the Sourcing Event.

Note: The listed end time for bidding ‘Due Dates’ in ‘Ariba Discovery’ from the vendor’s perspective is
sometimes displayed in a different time zone, and this cannot be edited. It is recommended that users
add a note in the ‘Description’ field reiterating the actual Eastern Time Zone end time that’s already
been established in the Sourcing Event. This should be inserted in between the solicitation description
and the “Instructions to Vendors” and be highlighted and bolded for greater visibility.

Response Deadline: * [15 Dec 2021 8 oz00PMEST Add a note in between the
PR = 1ws0PMEST existing text regarding the actual

end time for the ‘Due Date.’

Description: * | T
size — W font -
Services Event Example

- -———
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Ariba Discovery Instructions to Vendors

INSTRUCTIONS: To submit a response to this Solicitation click the "Respond to Pos

ting” buttan. Create a new Ariba Network account or log into an existing account.

Click "Raview Prerequisites” to accept the bidder agreement by selacting "1 accept

the terms of this agreement.” Then select "OK" to continus the process of submitti

ng a response. In the "Submit Response” section, review the Sourcing Event Conte
1 L 4 s 1 " — L 1 1

_s La 4 1 %o 3 o |
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12. Attachments: There is no need to add any attachments to this page.

13. Preference for Seller: This field is unchecked by default and it is advised the user leaves it as such.
14. Bid Requirement: This field is unchecked by default and it is advised the user leaves it as such.

15. Privacy Settings: This field is unchecked by default and it is advised the user leaves it as such.

16. When all fields have been populated, the user should click the ‘Publish on Ariba Discovery’ button at
the bottom of the screen.

Create a Supplier Research Posting

0 your sourcing proje = 10 drive down costs and reduce risks. Use this form to create a posting on Ariba Discovery and supplisrs will be automatically matched to

w

Create g successful posting by following our best practices. See Posting Tips »

Posting Tide: !Exa'\.’!ﬂle Sourcing Event
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Opportunity Amount: * [0 USD ] or- | | usp
Contractlength: [ | ponths
Response Deadiine: * [15 Dec 2021 |EE ozoormesT
HAward Date: | -| E 11:59 PM EST
Description: * =— == =
Services Event Example -

Mote: The actual end time for bidding will be 2:00 PM EST on Dec 15, 2021
4riba Discovery Instructions to Vendors

INSTRUCTIOMNS: To submit @ response ta this Sclicitation click the "Respond to Pos
ting” button. Create 2 new Ariba Metwork account or log into an existing account,
Click "Review Prerequisites” to accept the bidder agreement by selecting "1 accept
the terms of this agreemant.” Then select "OK" to continue the process of submitti

ng a response, In the "Submit Response” section, review the Sourcing Event Conte

Y R i e e g e e Ry e S S G e e o
Attachments:
Attach Fie
Preferance for Seller: ] Add preferences for this posting |
Bid Requirement: [] Require a bid from sellers that respond.
Mote: Bid amounts are not required for all posting types
Privacy Seffings: [T} Hide my company name

| Hide my contact name

“Indicates arequired field =~~~ e e e -
’\ Puibtish pn Ariba Discovery
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4
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VI. Summary Section and Publishing the Event

When section 2 is completed, the user can return to the fourth and final ‘Summary’ section. This contains the
summary of the first three sections and allows the user to review and edit before clicking ‘Publish’ to finalize the
Event.

1. The ‘Overview’ information is at the top of the page, above the ‘Rules,’ ‘Suppliers,’ and ‘Content’
information in descending order. To edit any of the ‘Overview,’ click the ‘Actions’ button and select
‘Edit Overview’ from the dropdown menu. If any other sections need to be edited, click on that section
on the left side of the screen.

2. For a summary of the entire contents of the Event in the form of a MS Word document (which may be

helpful to refer to when posting Event information to IPS), click the ‘Actions’ button and select ‘Print
Event Information,’ and the system will generate an up-to-date, time-stamped document.

Event Doc291697141 - Example Sourcing Event |

PN Review and revise your event, Your edits have been already saved. When you finish, you can launch the event or leave itas a draft  More
e A Y
17— AN Overview To edit any information in the
K k1] Pusies Y ‘Overview’ section, click the ‘Actions’
1 1 button and then click ‘Edit Overview.’ Commadity
Q- «— y
| [i 2\I Suppliers l' : . . N
. 1 To edit any information from any other ~Fnet Bveptinfofuation) |
\ ,' section, click the link to that section on (rrvatie)
v the left side. ADMMNP DOA Purchiasing
\I\ i/l Content . st X
S ,’ Owner:  Sourcin: g Trainerld (i) US Dollar

Click ‘Print Event Information’ for a MS
Word version of the contents of the Event.

Doc291697141 - Example Sourcing Event

Review and revise your event. Your edits have been already saved. When you finish-fou can launch the event or leave it as a draft  Adare

Click ‘Publish’ to finalize the Event.

Overview

4. The ‘Event Published’ page displays, and the user will have the option go back to the Event by clicking
‘Monitor’ or return to the overall Project. It is advised to select ‘Monitor’ to verify the countdown clock
for the Event ‘Due date’ is accurate.

Event Published

You have published your event. You can monitor the event activities or work on other tasks

What would you like mj—‘)“ Click ‘Monitor’ to return to the Event.
o‘m—lﬂ—o— :s-e:aﬂ—t BN

=~ - - -_——

* Return to project.
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5. Upon returning to the Event, the user will find seven tabs at the top of the screen. The ‘Overview’ tab is
where the ‘Rules’ are summarized along with a ‘Version History’ section towards the bottom of the
page. Other tabs are ‘Content,’ ‘Suppliers,’ ‘Discovery Suppliers,’ ‘Messages,’ ‘Log,” and ‘Award,’
although the ‘Award’ tab can be ignored. Clicking the ‘Actions’ button will display several options
including ‘Edit’ to make any necessary changes, and ‘View Project’ to navigate directly back to the
Sourcing Project within which this Event exists.

6. Based on the timing rules established, it may immediately be ‘Open’ to receive bids, as is the case below.
A clock will appear in the upper right counting down how much time is left until the bidding period ends.

& Doc292197227 - Example Sourcing Event

~a S
—— e = === - e — e ————
L — -

~--. -:‘_--.;r»: Content Suppliers Discovery Suppliers Messages Log vard _ _
Overview
ID: Doc292197227
T _ Semvices Bvent Example (2) 912 The ‘Actions’
% @0 < When the bidding goes live Ly Clemdln

2 (based on timing rules), a somi| allows users to

countdown clock through the end  |us o, Is,lfle?ég_%t'onz
Users can navigate between different tabs at the of the bidding period appears, — ‘|v_e PI an ¢

top of the screen. This is the ‘Overview’ tab. and the status goes to ‘Open.’ No & ew Tl

VIl. Managing a Published Event and Responding to Vendor Questions

Once the Event has been published, Phase 4 of the Sourcing Project will be complete, and the user should move
on to Phase 5. The first task in Phase 5 is to ‘Post Sourcing Event Summary and Link to Sourcing Event on
IPS.” Posting the link within IPS will give vendors interested in responding the ability to access the Event via their
Ariba Network accounts and a path to an electronic response. During the Event, if responders have any
questions, they will submit them via the Event message board, and if necessary, the user can address those
questions by posting an ‘Addendum’ in the Event before responders submit their final bids.

1. If the user is not already in the Event, go to the ‘Documents’ tab on the Sourcing Project, click on the
Event document and select ‘Monitor’ from the dropdown menu.

Example Sourcing Services Project 2 ettt
Related Knowledge Tasks: Incomplete Tasks: O
Sourcing Project Current Phase: O1 - LAUNCH PROJECT

» Expand Projects

p—— -

Cverviegy™ Documents m;ka Team Message Board Event Messages History
~

R

Show Details

Sourcing Project Documents v~ Project Cumer

on Document v

From the ‘Documents’ tab
on the Sourcing Project,
click on the Event document
and select ‘Monitor’ from
the dropdown menu.

S

5]

Open

Create New Task

s s al To Do
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2. Click on the ‘Discovery Suppliers’ tab and copy the URL in the ‘Public Posting’ field. Go to IPS and
populate the Solicitation Posting as instructed by P&C.

Notes:
e The copied URL should be pasted in the ‘NCEP URL’ field.
e The ‘Solicitation Number’ field will be the system-generated ‘Doc Number’ (found at the top of
the Sourcing Event) pasted after the user’s auto-populated entity numerical/character prefix.

=
- SN
Owerview Content Suppliers ( Discovery Suppliers Messages Log Scenario m
(N -
S~ — - -

TEST DISCOVERY PROJECT DO NOT RESPONIX- NCeP - 4 Closed - o sdgiianst responses aliowsd

State of North Carolina

Views Seiler Responses Q&A Sellers Motfied

Hide Detsits | Add Aachment | Share: [ (3
Opportunity Amount  Less than $1000 USD (Bid amount not required)
Response Deadliime: 290 Jul 2020 8:50 PM PDT
Posting 1ID- 85637214{DocB15651690)
Supplers Invited: 0
Posting Type: Reqguest for Information
Privacy- Participating supplier list hidden
Company name hidden. Company alias {Ariba Di
______ Cansas: ssmedaes — w o -
< Public Posting: nnp:.I'.'d:sca\.rery_ariba_com.'dx.'863?2l-£1 == >

-

From the ‘Discovery
Suppliers’ tab on the
Sourcing Event, copy the
‘Public Posting’ URL to
paste in IPS.

1 will be displayed.

3. If a vendor has any questions during the Q&A period, they are instructed to submit them via the Event
Messages page. A notification will appear on the user’s home page when a message is received, or a
user can check the ‘Messages’ tab on the Event at any time to see these messages. Click on the
‘Subject’ of the new message to read it.

-

wvery Supptierg Messages og Award m
From the Event ‘Messages’ |~ ""\_ ™ s -

~_—_———-

rizer| tab, click on the ‘Subject’ of
the new message to view it.

Med

Reply Sent Sent Date } From Contact Mame

-
MSG25803241 No 1071372021 11:25 AM  NC Test Vendor State Supplier Participants (0) Team (3} [noﬁeTue} IFB # 292197227 — Questions \,
I R e
MSG25803238 No 10/13/2021 11:21 AM  Mari Test Account 1 Mari 1 Participants (0) Team (3} (no value) IFB # 292197227 — Questions
MSG25803120 Mot Applicable 10/12/2021 08:15 PM  NC eProcurement - TEST SourcingTrainerl0 Participants (2) Team (0) (no value) NC eProcurement - TEST has ir
MSG25803119 Not Applicable 10/12/2021 08:15 PM  NC eProcurement - TEST SourcingTrainerl0 Participants (0) Team (2) (no value) Ewvent Example Sourcing Event
b
Reply Delete Associate Labels = I Compose Message ‘

4. The ‘View Message’ page will display, and the user can see the vendor’s questions.

View Message “‘ Cancel ll Reply l

The vendor’'s message will be at the
bottom of the ‘View Message’ page.

o:  Project Team: NC eProcurement - TEST{SourcingTrainer10);

IFB # 292197227 — Ques

NC eProcurement - TEST (SourcingTrainerl0)
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5. If the user would like to generate an export of only the vendor questions within the Event ‘Messages’ tab,
they can click the ‘Table Options Menu’ icon (stacked boxes) below the ‘Actions’ button, then select
‘Messages From Participants’ and ‘Show Details’ from the dropdown. Finally, they can select ‘Export
all Rows,’ and an Excel download of all vendor questions will be created.

Messages

id

MSG25803241

Me: s-saﬁe-:_FrE‘n_'l"esa L

-
¢ v Mess

s From Parti
MSG25803238 No

Messages From System

Messages Mot From System

| Compose Message Messages Sent

Messages Sent To Participants

To generate an export of only vendor questions, click the ‘Table Options MessESs SSHETOTEH HIE TS
Menu’ (stacked boxes) and select ‘Messages From Participants’ and Expartto Excel
‘Show Details’ before selecting ‘Export all Rows’ from the dropdown menu. [ ——» ,--C2 0"~ ~~=.
-E; 0: Cu"en'._l'?'a_g:e— -
Note the contents of the messages now appear, not just the ‘Subject.’ \ ?’M Rows
e~ :’ ;h:w;e;i-s- T ‘:

6. When the Q&A period is over and all vendor questions have been reviewed, the user may need to create
an ‘Addendum’ to address the questions. From the ‘Documents’ tab on the Project, expand the
‘Sourcing Project Documents’ folder, then click on the ‘Addendum Document Template’ link and
select ‘Download.’ Fill the document out, rename it, and save it back into the Project.

Example Sourcing Services Project

COveniew Documents Tasks Team Message Board Event Messapges History

Expand the ‘Sourcing Project
Documents’ folder, then click on the
‘Addendum Document Template’
link and select ‘Download.’

FrTOJeCt veTreT TOT O

View Details

it ArtRbLUE
= Edit Amtributes Mot Edited

7. ‘Monitor’ the Event again from the Project’s ‘Documents’ tab, and then navigate to the Event ‘Content’
tab. Click the ‘Actions’ button in the top right and select ‘Edit’ from the dropdown menu.

(= D0c292197_:'22_7_—_ Example Sourcing Event
l:m-en'ﬂ-.‘i_ tent :}Ep;- ers Discovery Suppliers Messages Log Award
All Content :}r.-w—v- - Displa) ey as Paricipant
Click the ‘Actions’ button (obscured by NC Test Vendor (State Supplier)
Name 1 the dropdown menu) in the top right of M Test Accourt 1 (Ve 1
¥ i the ‘Content’ tab, and then click ‘Edit.’ \ L
1 Welcome to the State of North Carolina’s Sourcing Tool )

Welcome to the Staf North Carolina’s Sourcil ol, which is intended to streamline the solicitati both the State and »

Vendors may re hed decument found in Section 3. Tl

process erms and conditions. Vendor:
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8. Click the ‘Content’ link on the left side of the screen, click on the ‘Solicitation Document and Details’
link next to 3, and select ‘Attachment’ from the ‘Add’ dropdown menu.

— All Content  Filter~ Display: | Editltem W | [ Actions l b A
(1) Rules
- O«
ame . .
B o - In the ‘Content’ section, click on the
(2) suppiers <L Y3 Solicitation Document and Details _ > ‘Solicitation Document and Details’ | ~
e mm— Add skt . link and select ‘Attachment’ from the
~ + b
f:I 3) contem ! 3 e priorwil be poste in ‘Add’ dropdown menu.
-~ —— - 3 ection
= |_! T Table Section 1 the intent duration, and
|: 4 1 Summary = sk ns on how pond, and
S 3 <
|_| W Line:fizm s they may have regarding this Solicitaliesrtr the Solicitation Process via the Sourcing Tool's Event Messages
o Question 1g this Sollcitation will be reces until the date and time listed in Section 2.4 of this Solicitation Document,
|_| 3 I‘_:- Form_North-Carolina-Instructions-to-Vendors_09.2021 pdf

= Requirement

| _| ¢ -7~ St bt = 0 4L TERMS AND CONDITIONS  [£ Form_North-Carolina-General-Terms-and-Conditions_09.2021 pdf
— b (— -
= _-_————
| | v Cost Terms

9. The ‘Add Attachment’ page will display, and the attachment will automatically be assigned to subsection
3.5. Attach the completed ‘Addendum’ document in the ‘Attachment’ field. Add a ‘Description’ to let
the vendors know this is where they can find the answers to their questions and click ‘Done.’

Add Attachment M[ Cancel H Add + l

Enter information about this question or term and specify all values that apply.

On the ‘Add Attachment’ page, add the completed
‘Addendum’ document in the ‘Attachment’ field and
Location: (@) Add Inside () Add After include an informative ‘Description’ to let the vendors
: . know where to find answers to their questions.

3 - Solicitation Document and Details 3.5 - Untitled

Description: * 0 A et [1mm

. Select file from library
Reference Documents: £ i : s

10. The newly added subsection 3.5 will now display with the ‘Addendum’ document attached for the
vendors to review. Click ‘Next.’

Event D0c292197227 - Example Sourcing Event Prev ([“J) Bt |

On this page you create the information that participants will read and respond to during events. Add different types of content to re-create the traditional sourcing  More

— All Content Filter~ Display:| Edit ltem v| Actions ¥ ] = A
s
|\‘E/| Rules —

| | Mame
I i | B S = = S -
1l 2 ) Suppliers | o = ATIACHMERT & =& ER A TERM S MDD CONDITIONS {"-H"I'-_ - R - G ey A T amc=E oRddioms 092021 oot W,
o e =—-—

< —
----Lll_ 2
3 | Content [

| Anew subsection 3.5 is added with the ‘Addendum’ /
(4] document attached. Click ‘Next’ to finalize the addition.

ale agency processing, please provide your company's NC electronic Viendor Portal (eVP) Customer Mumber, which can

For inter
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11. The ‘Pending Changes’ will display in the ‘Summary’ section where the user can review the change
before finalizing it by clicking ‘Update’ in the top right.

Event Doc292197227 - Example Sourcing Event Prev ¢ \ il

S_—————

Review and revise your event. Your gdits have been already saved. When you finish, you can launch the event or leave it as a draft for future edits.

- Content Change4_ 1 Change pending =
(1) Rule Se———- -
- Published Version _Dr_gfi_yagicm ——————————————————————————————— Qif_‘:’}'&e Responses\Removed Details
— -=" 3.5 ADDENDUM: Please see the attached document with answers to vendor questions from the G&A& ==
o < Added N
[ 2 ) Suppliers ~a -
AL e e =
—
I'\ 3 \JI Content
— Participant Changes Review the ‘Pending Changes’ =
_——_—m = : : ‘ ’
(t 4 Summary \/ Contact Name Item Name and If CorreCt’ CIICk Update'
- -

12. Afinal review page will display giving the user four options for handling any responses that may have
already been submitted by vendors. ‘Keep and email,’ ‘Keep, but do not email,” ‘Do not keep, and
email,’ and ‘Do not keep, and do not email.” Select the option that makes the most sense given the
situation per guidance from P&C and add a brief message in the box to let the vendors know that an
‘Addendum’ has been added. Click ‘Update Event’ to officially attach the ‘Addendum,’ and the user
will be given the option to return to the Event or go the Project.

Event Doc82296023 - Example Sourcing Event

Depending on the changes that you made, responses that participants have already submitted may no longer be valid. For More

Choose an option for participants' responses:
-~
4
Rules ( @ Heep and email - Keep participants’ existing responses and send an email to participants, notifying them that they should review

o ;.Jhei' previously submitted responses to ensure that they are still accurate.

Include an additional message in the notification (optional)

ONMONC

Suppliers === T T T T e - -
_--" "Pleass ses the Addendum added to section 3 of the Event to address pre\riou; Te-a
t questions. Thank you.
~ -
Content S~ o -
Max 2000 chamGes ~ = === === === — === ===~ ~ -
4 ) summary ) Keep, but de not email - Keep existing respo — - -
Choose the best of the four
| Do not keep, and email - Discard existing responses, and Optlons for handllng any reSanseS re-submit
their responses. that have already been submitted,
— SR A — add a message to let the
| Do not keep, and do not email - Discard exispag o¢
g participants know an ‘Addendum’
Certain users receive notification emails gegfardless of the optio] Was added, and click ‘Update
« Any Participants added or remg during the update. Event_’
AL -—--~-== =1 N
( Update Event )
B ~ - <
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VIIl. Editing the Timing on a Published Event

Sourcing Agents have the ability to change the timing on a published Event if necessary. Although it is not
advised to reduce the amount of time vendors have to respond, there might be some scenarios where the timing
needs to be extended, and there are two steps required, including updating the ‘Discovery Suppliers’ tab, before
posting notice in IPS per P&C guidelines.

1. From the Event, click on the ‘Actions’ button in the top right. A popup menu will display and the ‘Timing’
options will be at the top. Click on ‘Extend Timing.’

< el Timing
2 Fause Event
fr Doc292197227 - Example Sourcing Event === =—a -~
’\ Extend Timing _ »
i . i Recu_ce-Tim:ng
I ~...] Click the ‘Actions’ button (obscured in e _
veriew Conte L . ., Award Stop Event
this image) and select ‘Extend Timing
from the popup. Cancel Event
All Content  Filters DisplaY:  view As Participant
MC Test Vendor (State Supplier)
Name 1 Mari Test Account 1 (Mari 1)
» Totals Document

2. On the subsequent ‘Extend Time’ page, note the current start and end times, and then set a new, later
end time. The new end time can be extended by switching the radio button to ‘Fixed time’ and choosing
the new date and time via the pickers, then clicking ‘OK.’

Extend Time “I Cancel

You have chosen to extend, reduce, or reopen the event. Enter the length of time in minutes, days or hours. If you chose to extend or reopen the event, the time you enter is  More

Select a new end time by
setting a new ‘Fixed time.’
Click ‘OK’ when complete.

Bidding start time:  10/12f2021 B:15 PM

Timing remaining: 13 days, 22 hours, 28 minutes

Current state end time:

Set length or specific ime: |

- ~ <
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3. The new end time will now be reflected in the countdown clock in the top right. The user should then
navigate to the ‘Discovery Suppliers’ tab and click ‘Manage Posting.’

~
7 Messages Log Award Actions v

TEST DISCOVERY POSTING - DO NOT RESPON OpeN - Matching in Progress

State of North Carolina 4

Wiews | SeilerResponses | Q&A

Leave feedback

Opportunity Amount: Bid amount not required)
Response Deadline: B Apr 2021 9:50 PM ¥
Posting ID:  10120379{Doc100812523)
Suppliers Invited: 0
Posting Type: Request for Information

Navigate to the ‘Discovery Suppliers’
tab and click ‘Manage Posting.’

Privacy: Participating supplier list hidden
Company name hidden. Company alias (Ariba Discovery Buyer] will be dizplayed.
Contact name hidden

Public Posting:  hitpfdiscoveny.ariba.comiria/ 10120379

4. Inthe ‘Response Deadline’ field, set the new ‘Due Date’ to match the date updated during the ‘Extend
Time’ step. Be sure to also update any text referring to the ‘Due Date’ in the ‘Description’ field.

ContractLength: | | Months
< Ee:pnnse R e ';_;;F; eorue = Set the new date in the ‘Response
‘;-;E---?------—-——Z_--————"’% Deadline’ field to match the date of the
war ate . .
= SOATNCATRIOEINed T extended timing, and be sure to also
bescipion: * (o) B 1 W 5 - update any reference to that date in

the ‘Description’ field.

19 20 21 22 23 24 25 /
W Pl =2 2% W P

- -

< - hlote The actual end time for bidding is 2:00 PM EST on Dec 22, 2021 ’\

| INSTRUCTIONS: To submit a response to this Selicitation click the "Respond to Pos
|t|ng button Create a new Ariba Network account or log into an esclstmg account. w

iz p m N e L e

5. When all edits have been completed, click the ‘Update on Ariba Discovery’ button in the bottom right to
finalize the changes so that the ‘NCEP URL’ link posted in IPS stays active for the duration of the
extended event.

Notes:
e When a change is made to the timing of a published event, the Sourcing Agent should update
IPS accordingly. Please refer to P&C’s guidance for specific instructions.

o If the new date selected is less than five days from the current date, a warning message will
appear to notify the user. No action is needed to override the message.
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Contract Length ! | sonths
Response Deadline: fé'ip'r_z_c-'z'i_ - _15?_ e — m—mmm = ————— o
- e —————————ae ==
- == = ~
I's The Response Deadline you selected is less than five days from now. &re you sure you want to publish your posting for less than \
= frws days? _ - -

~o

Date: | =M ANEAMESL o —m--------="T777

Dascripti _ T | mr i
T m o 1w i = [fem ®[—n— Y[ A 0 O

Clicking ‘Update on Ariba Discovery’ will finalize the
changes. If the new date selected is within 5 days of
the current day, a warning message will display, but
the user does not need to take any action.

- -~

Update an Arbs Dis)

- P

IX. Reviewing Responses and Requesting Clarification or a BAFO

When the Event reaches the response due date, the event status becomes ‘Pending Selection.’ At this point the
user can open the ‘Envelope’ to review the responses.

1. When the bidding is closed, the Event will go to a ‘Pending Selection’ status. At that time, the user can
click the ‘Actions’ button in the top right (obscured by the popup menu in the image below) and select
‘Open Envelope’ to begin to review the bids.

= Doc292197227 - Example Sourcing Event

Close Event

Cancel Event

Qrenien il =“l When the Event goes to ‘Pending SO e s Pariicipnit
Selection’ status, the user can select
6 ’ ‘ A ’ NC Test Vendor (State Supplier)
Overview Open Envelope’ from the ‘Actions d

dropdown menu on any Event tab to Mari Test Account 1 (Mari 1)

o boead Pegin reviewing the vendor responses. AN

. Services Event Example (&) \ Las
____________ 5 Edit
us:  Pending Selection lﬁl\) m—_———Tm T T T T == -~
e e == -~ <E'-n'; Opan Envelope )

2. The ‘Open Envelope Confirmation’ page will display a list of the participating vendors. Click ‘Open
Envelope’ to compare the responses.

- = =

Open Envelope Confirmation < Open Envelope _% Cancel

Il —

You are about o openenvelope L of 1 ir

Selected Participants Review Envelope Content
Selected Participants X =
e R | Click the ‘Open Envelope’ buttonto | —
Orgamization Name Contact Name Inwt] see the Concealed responses for a" ocked Siatus
> Mari Test Account 1 sou| vendors who responded. g Participated
» NC Test Vendors” SourcingTrainer10 Mo Yes Mo Participated
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3. Navigate to the ‘Content’ tab if not already there and scroll down to see the responses revealed to the
right of Sections 4 through 6. The vendor’s name will display at the top of the column, and if there are
several responses, the user will have to keep scrolling to the right to see them all.

Cveniew Content Suppliers Discovery Suppliers Report Messages Log Scenario Awviard

All Content Filterv Display: E Responses W | £ ¥
ﬁi\n"al— Mari Test Account 1 NC Test Vendor B s:
Mame 1 e = -
41 NORTH CAROLINA CUSTOMER NUMBER .7 -T AR .7 -T AR -
For internal State agenc cessing, please pr ir company's NC electronic Vendor Portal - \ 4 . \
{(€WP) Customer Number, which can be found at fvendor.ncgov.comivendor/login Il 5675 E \ Il 1234 = \
Ve IS respo ngt . ‘ \
— e v EPETY On the “‘Content’ tab, the envelope icons are all b N \
= e Y ouia .. | open, and the vendor responses are now visible to | 1 vl
\ 7 Pricing Submitta . . s I VI
~—2 ¥ the right of the subsections. Note the vendor’s i Vo
names at the top of the column. Only two sets of ! p@' i !
0 q 5 q ricing S
responses are visible here, but scrolling to the right ! AN xh!\,
’ would show other vendor responses, and scrolling |1 =F N
AR down will reveal more returned attachments. \ [
l\' (] § dor Responsd \ ] \
S =41 SOLICITATION DOCUMENT \ ! \

Vendor shall download the Solicitation Document in Section 3.1, complete, sign. and upload to

Section 6.1,

4. If the user manually set up the Event to contain multiple envelopes and had opened and reviewed the
contents of ‘Envelope 1,” they would click on the ‘Actions’ button again and select ‘Choose suppliers
for next envelope’ from the dropdown menu.

Timing
= Doc82296023 - Example Sourcing Event Close Event 1 Selection

Cancel Event

3 . Y ~
Cwerview Content Suppliers Discovery Suppliers Messages Log Scenario Award Dodimer ( Actions v )
! -

Edit =
All Content Filter v Click the ‘Actions’ button and select R vim ¥
‘Choose suppliers for next envelope’ €| Tohoome suppiers or et ervelope  geet Ve
———————— ~-__ -
Neme 1 from the dropdown. BT~~~ — "
Y Bl 5 Pricing

Print Event Information

This section contains the pricing questions that the State is seeking responses from Vendors View Publish Approval Task

5. The ‘Choose suppliers for next envelope’ page will display, and users can select for which vendors
they’d like to see pricing information. It can be for all vendors, or they can choose to exclude certain
vendors if the information they saw in ‘Envelope 1’ excluded them from moving on in the process. Check
the boxes next to the vendors of interest and click the ‘Unseal Next Envelope’ button.

=

- =
. ( ) Cancel
Choose suppliers for the next envelope NI SESCH T Foe E
Only responses of the suppliers you choose will be visible in the next envelope / -

Select the vendors for which to see the contents of

] — ‘Envelope 2’ by checking the box next to their name

irmvites Paiapants (in this example only one vendor has been selected,
= e et R but in most situations, multiple vendors will be

i " / chosen) and click ‘Unseal Next Envelope.’

¢ (] » NC Test Vendor Vv
~ -

- -———

Select Participants Review Envelope Content
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6. On the ‘Content’ tab, click the ‘Actions’ button and select ‘Open Envelope’ from the dropdown menu.

= Doc82296023 - Example Sourcing Event S— Selection

Cancel Event Ip——
- -

-
Owerview Content Suppliers Discovery Supplier Messages Log Scenar (\ m )

Click the ‘Actions’ button again and select ‘Open
Envelope’ to see the contents of ‘Envelope 2.’ ,--m====o S

«

All Content

for next envelope lest Viendor

7. The ‘Open Envelope Confirmation’ page will display listing all participating vendors. Click ‘Open
Envelope’ to compare the responses for the pricing information contained in ‘Envelope 2.’

- ~
- . ~
Open Envelope Confirmation C < Open Envelope J/ Cancel

You are about to open envelope 2 of 2 in this event

Selected Participanis Review Envelope Conient
Click the ‘Open Envelope’ button to
| - - -7 T T T - ~< see the ‘Envelope 2’ responses for
N i i R the selected vendors. =
Coniact Name Team Locked Status
MNo Yes Mo Participated

B MC Test Vendor » SourcingUser0l Mo

8. On the ‘Content’ tab, ‘Envelope 2’ in Section 5 (for this example) is now open. On the right side the
user will now see the Pricing Response documents the vendors uploaded that were previously concealed.
Click on the attachment and select ‘Download this attachment’ from the popup to download and review

the pricing submittals.

Overview Content Suppliers Discovery Suppliers Report Messages Log Seenario Award

All Content  Filter~ ‘Envelope 2’ is now open and the Vendor Displa_\f:| Responses v | =2 | ¥
Pricing documents are now available for e
1'||t\ﬂl NC Test \.*encor )

download. Click on the attachment and S~ __-
r, a < then click ‘Download this attachment.’ \
(/' b S\Pricing Submittal v | =
\ /

- o 0 N Y s = .
= This section contains the pricing questions that the State is seeking responses from Vendors. =TT ~o
e {® vend N
5.1 Pricing Submittal - Vendor shall download, complete, and upload the completed Attachment A: Pricing Submittal Workbook Excel file that is 4 ';p_ﬂwe o
available by clicking on References at the end of this item, Vendor shall follow the instructions on the first worksheet of the Excel file, and complete the l ’
multiple worksheets in the Excel file. v El References v \ Downtoad this attachment
~ < e i k. -4
LeSsi = T = —-— -

Y bd 6 Vendor Response V'

This section contains the information that the State is asking the Vendors to provide responses
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9. Before fully reviewing and evaluating all responses against each other, take the information gathered and
‘Post Preliminary Bid Tabulation to IPS’ per the ‘Tasks’ tab.

Notes:

e There is an option in the ‘Actions’ dropdown menu to ‘Download All Supplier
Attachments’ where users can mass-select vendors and sections and download
everything all at once.

e The ‘Report’ tab on the Event has a button called ‘Download Reports.” Selecting
‘Question and Terms Report’ may help in providing all vendor response information in
Excel format. If users included ‘Line Items’ in the Event ‘Content,’ the ‘Bid
Comparison Report’ option provides a helpful Excel export of that information.

¢ A ‘Preliminary Bid Tabulation Template’ can be found in the ‘Sourcing Project
Documents’ folder on the ‘Documents’ tab should the user desire such guidance, but it
is not required to use this form.

10. While reviewing the vendor responses, it may be necessary to seek clarification with certain vendors or
request a BAFO. This communication will be made through the Event message board. Navigate to the
Event ‘Messages’ tab and click the ‘Compose Message’ button at the bottom of the screen.

Click ‘Compose Message' at the Furement - TEST  SourcingUser01  State Supplier (no value) NC eProcurement - TEST has

bottom of the Event ‘Messages’ tab to
initiate communication with vendors Furemtsqt - TEST  SourcingUser01  Participants (0) Team (0) (no value) Event Example Sourcing Eve

2

11. On the ‘Compose New Message’ page, select the recipients of the message. Unlike adding an
‘Addendum’ where the audience is everyone, in a situation where the user is seeking clarification or a
BAFO, the message will likely be directed to a smaller group of participants, if not just one. Click the
radio button next to ‘Selected Participants,’ enter a more specific ‘Subject,” and write an informative
message in the body. Attach a ‘Request for Clarification’ form (the template for which can be found in
the ‘Sourcing Project Documents’ folder on the ‘Documents’ tab of the Project). Then click ‘Select
Participants’ to narrow down the recipient group.

Compose New Message m | Cancel ]

From NC eProcurement - TEST (SourcingUser0l1)

= -~ e mmmmm——a

_/ All Active Part c,iza'i: [ )
N -

@) Al Team Members

Select the radio button next to ‘Selected
Participants’ to limit the recipients of the
message. Once the ‘Subject’ and
message have been updated, and the
attachment has been added, click the

d ‘Select Participants’ button.

12/8/2021 Managing a Sourcing Event 22



NORTH CAROLINA ePROCUREMENT

12. The ‘Select Participant For Message’ popup will display, and the user can select to which vendor(s) the
message should be sent; next, the user can click ‘OK,’ and then click ‘Send’ back on the ‘Compose New
Message’ page. The new message will display on the ‘Messages’ tab, and the user will wait for a
response from the selected vendor before making any more decisions.

Select the specific vendor(s) to
receive the message and click ‘OK.’

Select Participant For Message
Invited Participants

Contact Name Invited by Incumbent: Response Team Locked Status

—_——
-

- ~
I B NC Test \fendor - SourcingUser0l No Yes No Participated

~ = o e ———

—_—————

Sm—_—_——-

13. If the user needs to request a BAFO from a specific vendor, the request will begin with a targeted
message as demonstrated above, but the user should attach a ‘Request for BAFO’ form instead of a
‘Request for Clarification’ form.

X. Awarding the Solicitation

After all information has been received and considered, the user can develop an ‘Award Recommendation’ and
post the final Bid Tabulation and Award Notification on IPS. The Event has ‘Scenario’ and ‘Award’ tabs on it, but
those are not used at this time. All decisions will be made offline with the information gathered in the Event, with
the assistance of the ‘Award Recommendation’ and ‘Award Notification’ templates if needed, both of which
can be found on the ‘Documents’ tab of the Project.

1. Once all the information has been gathered from the Event and all input has been considered, the user
can go to the ‘Documents’ tab on the Project and download the ‘Award Recommendation Template’
from the ‘Sourcing Project Documents’ folder. It should be completed with information about the
winning bid and re-uploaded onto the ‘Documents’ tab for historical purposes. If the recommendation
needs approval, this document is attached to a task on the ‘Tasks’ tab and can be routed accordingly.

':1"\.--.-':r'.-3¢=_"r.‘:~ Documents j :’Ta-:-ks Team Message Board Event Messages History
Example Services F’:oj-ec_t— ) Show Ditails = )
Narne Dwner Status
| Sourcing Project Documenis™ Project Owner
[% Addendum Document Template Download, complete, and re-upload the |24
‘Award Recommendation Template.’
(%  award Natification Template ™ / ited
< __"' —ﬁ-;.u;; F!—-:—cnmn'.endats-:u; 'I:e;p-l.a:e:/::‘ Project Owner ot Edited
.:::[E:-:!J-F\.-S:LI_CI_’E- ;-';ETEQ,TTemp.a!e 'l Project Owner Mot Edited

2. Once the award determination has been finalized, download and complete ‘Award Notification
Template’ document, along with the ‘Final Bid Tabulation Template’ (both can be found in the
‘Sourcing Project Documents’ folder on the ‘Documents’ tab) and post both documents in IPS per
guidance from P&C.
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3. Now that solicitation has been awarded, return to the Event to close it. Even though an award has been
issued, the status will still read ‘Pending Selection’ because the award was determined outside of the
Event. To manually close the Event, click the ‘Actions’ button in the top right and select ‘Close Event.’

o TRt onosini

DocB82296023 - Example Sourcing Event

Overview

Select ‘Close Event’ from the ‘Actions’
dropdown to manually close the Event.

1D:

~———
Version: W&

Doc82296023

N
o

Timing

Excel Export

Print Event Information

= 2 o ©
selection
<

N —-——

nrers

4. The ‘Close Event’ warning will display reminding the user that ‘Closed’ Events cannot be reopened,
which is okay because they can still be accessed for important historical information. Click ‘OK.’

Click ‘OK’ to manually
close the Event.

M Close Event

You cannot award or reopen bidding for a closed event.

Are you sure you want to close this event?

—-— -

-
e

|

\

~

~

~

OK

_’
N ==

~

5. The Event status will update to ‘Completed.” Now navigate back to the ‘Overview’ tab of the Project to
mark that as ‘Completed,’ too. Click ‘Actions’ at the top of the ‘Overview’ tab and select ‘Edit
Overview’ from the dropdown menu.

Sourcing Project

Example Sourcing Services Project

(10w}
Tasks:

Current Phase:

WS8229650049
Incompliete Tasks: O
DI - LAUNCH PROJEC

(\ Orhverview :) Documents Tasks Team Message Board Event Messages History
& . CTIIITT On the Project ‘Overview’
Acti o gss— | - .
VTV ~EEET LU NOgES tab, click ‘Actions’ and select
< _ Edit Overview  _ 2 ‘ q . ’
_ i S------- 4 ‘Edit Overview.
1D wsa22es004 (G “iew Details
Froject State: Active (5 Mowre
Wersion: Original IR
Create I

Project Status: Gray

SOURCING EVENT SU1Or2020

Start Date:  OWHOX2020 (i)

@

Copy Project
T-SOURCING EVENT

Due Date: Follow-on Project
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6. On the next page, click the dropdown next to ‘Project State’ and select ‘Completed,’ then click ‘OK.’

Project State

MName:
> & N
: Active ( W | i,
x| \
Version:
Start Date:

Project Status:

Edit Example Sourcing Services Project

Orverview Template Questions

= m———

-, ~
~ ”’

~ -
S ————

Make mecessary changes to the general attributes for this project by editing the necessary fields on the Owverview tab. On the Template AMore

= | [Example Sourcing Services Project

Active

Planned

O Hold
Cancelled

Click the dropdown arrow
next to ‘Project State’
and select ‘Completed.’

- .
- _ Completed __: g =l |

— fant —

)y

= G

7. The Status of both Project and Event will now reflect ‘Completed’ and will display as such in the ‘My
Documents’ portal on the ‘Sourcing’ tab. The next step, as indicated by the final task on the ‘Tasks’
tab, will be to ‘Create Contract Workspace for each Awarded Vendor’ from the completed Sourcing
Project. For more information on this process, please see the ‘Creating a Contract Workspace from a
Sourcing Project’ job aid.

—= ==
”
HOMEg SOURCING t,ONTP..ﬂ.CTB SUPFPLIERS Recent v  Manage v Create v
= = ~ - =i =
Sourcing Project V' | Search using Title, 1D, or any other term |V“ 3\ G
Common Actions W My Documents v Event Status (Last 12 months) v
Create _—: ————————————— Qa L _‘.L&'L: RFI RFE At
Sourcing Project - -~
i 5 ' P C— Example Sourcing Event 2020 Completed RN

Supplier Research Posting ( ) Draft 2 46 o] 0
Knowledge Project s ~o i_S_LExam[:le Sourcing Services Project 9/9/2020 Compl eta—d _ - - — 5 - 5 =
Analytical Report [ Sourcing EverntTest — — — — — — ~ Tb/F2020  Pending Selection
Mare Open 0 3 0 0
More

13] sourcing Test 9/4/2020  Active ‘ . . y
—— »{ Both the ‘Sourcing Project

2] Pers Workspac . ‘ H s Ai
Bl 2] Personal Workspace @4/2020  Draft and Sourc|ng Event dlsplay
Sourcing Library . y s
Supplier Kriowledge WAL W as ‘Completed’ in the user’s

‘ ’
Prepackaged Reports My DOCU ments portlet
Mare v Motifications W
Date | Status Title
From Subject Received
5 . Mo recent items of this type - Click "View...' link to access
Recently Viewed W SourcingUser0L Event Example Sourcing Event - Envelope 2 9/11/2020 8:02 A o
Can Now ... AM
Example Sour...vices Project SourcingUserpy  EVENt Example Sourcing Event - Envelope 1 9/11/2020 4:27 i
E-= Can Now ... AN s
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